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Job Aid: Assign and Remove Learning Items

Purpose

The purpose of this job aid is to guide you through the step-by-step process for
assigning learning items to and removing them from employees. Once you assign a
learning item to an employee, it appears on that user’s To-Do List where it can then be
completed. Subsequently, when you remove a learning item, it is deleted from the To-
Do List and no longer required to be completed by the employee.

In this job aid, you will learn how to:
e Assign learning items to an employee’s To-Do List

¢ Remove learning items from an employee’s To-Do List
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Task A. Assign Learning ltems to Employee

1. Select the My Employees tab from the VA TMS home page.

2. Select the Assign/Remove Learning supervisor link.
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3. Select Assign Learning.

4. Select Continue.

Admin

Supervisor Links

RECord LEaming
RegisterWithdraw Employnes

Approvals
ASZeSSMENS
Dashboard

Employes Matix
Owganization Chart
Performance Reviews
Reports

Assign Learning

Select the action you would like to take:

I

Assign Learning
Assign fitevns and currioula to one or mone
employees.

Remorve Assigned Learning

Remove assigned items from one or mone
amployess. Currkula and adminktrator-asigned
items cannot be removed.
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5. Select the Add Items and Curricula icon (green plus sign).
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6. Enter keywords to search for the item/curricula to assign to the employee.

7. Use the checkboxes to further filter your search.

8. Select Search.

Assign Learning

Enter Learning Activity Details
* Required
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Search Cancel

9. From the search results list, place a checkmark in the Select box next to the

learning item you want to assign.
10.Select Add.
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11.Select the Assignment Type.

12.Enter a Required Date.

Assign Learning

Enter Learning Activity Details
* Required

= Items and Curricula (3

Title Type

@ (TEP CM #13) Project Management During Change

& Business Darwinism: Evolve or Dissolee: Adaptive
Strategies for the Information Age (Book)

Assignment Type
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13.Select the Add Employees icon (green plus sign).

| Assign Learning
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Enter Learning Activity Details

* Required

[=] Items and Curricula | F)

Title

Type

& (TE&P CM #13) Project Management During Change |;|

! issolve: Adaptive |:|
Strategies for the Infor ge (Book)
= Employees | ()

&) Business Darwinism: E

There are no emploveess selected.

Assignment Type

Optional | v
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14.From the My Team search results, place a checkmark in the Select box next to

the employee to whom you want to assign the learning item. Note: Select the
Quick Select icon to select all direct and/or indirect reports for the corresponding

employee.

15.Select Add.

My Team X
Expand All| Collapse All
Name [ Iselect All Quick Select Fs
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16.Select Continue.
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17.Review and confirm the details of the item/curricula assignment.

18.Select Assign Learning.

Assign Learning

Confirm Details

Items and Curricula
Tizke Type Aszignment Types Priority Agmign Date Required Date
@ (TEP CM #13) Project Management During Changs Reguired Sr372014

Eumiresss Darvdnism: Evolve or Dissolve: Adaptive Strateghes for
L the information Age (Book) c Opt

Employees

Hame

FI3I2014

LMSSUBORDVADN]

LMSSUBORDYVADDZ

n Assign Leaming Cancel

19. A confirmation message displays indicating successful assignment. Select
Close.

Assign Learning

Successfully Assigned
The items/curricula have been successfully added to the specified employees. If currdicula were already assigned, they will not be re-assigned

Cloze
’

20.You have successfully assigned a learning item to a specified employee. This
item will now appear on the user’s To-Do List.
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o Task B: Remove Learning Items from Employee
1. Select the My Employees tab from the VA TMS home page.

2. Select the Assign/Remove Learning supervisor link.

My Employees Organization Admin

Leaming Pian SR

imssusoﬂwm1 o |4 Search Learning Plan | Shows | Eventning o | _rl-J Search Catalog |
£ Browse
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& Forailable AssignRamave Leaming
HECord LEaming
LMSSUBORDVADCS RegislerWilhdraw Employees
Approvals
LMSSUBORDVADOS Assessments
Dashboard
LMSSUBORVADDS Empleyes Mainx
& Organization Chat
Performance Revews
Repodts

3. Select Remove Assigned Learning.

4. Select Continue.

Assign Learning

Select the action you would like to take:

0 Assign Learning 0 Remave Assigned Learning
Assign ftems and curricula to one or more Remove assigned items from one or more

Bas, employees, Curricula and administrator-assigned
fterns cannat be o .
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5. Select the Add Items icon (green plus sign).

6. Enter keywords to search for the item you want to remove from the employee.

7. Use the checkboxes to further filter your search.

8. Select Search.

Remove Assigned Learning

Enter Learning Activity Details
* Required

There are na items selacted.
= Employees | &

There are no employees selected.
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9. From the search results list, place a checkmark in the Select box next to the
learning item you want to remove.

10.Select Add.

Search Results

Title D

trends in Data Handling
Principles, Procedures, and
Technigues, and Sh

@ 1HR Connect

& 2013 National Public Affairs
and Outreach Traimng Academy

& 2014 VISN Cluster Meeting
East
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Records per Page 1Cﬂ Page: 1 2 3 4 5
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11.Select the Add Employees icon (green plus sign).

- Remove Assigned Learning

Enter Learning Activity Details

* Rpguired
=l Items | 3
Title Type Priority Bemonse
@ (TEP CM #11) Project Management During Charge [x]
)

@ Business Darwinizm: Evolve Adiapthee
Strategies for the bnformak 11 ]
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There are rd erployess selecied,

12.From the My Team search results, place a checkmark in the Select box next to
employee from whom you want to remove the learning item. Note: Select the
Quick Select icon to select all direct and/or indirect reports for the corresponding

employee.

13.Select Add.

My Team X
Expand All | Collapse All
MName [ Iselect All Quick Select A
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14.Select Continue.

Remove Assigned Learning

Enter Learning Activity Details
* Required

Title Type

ﬂ [TEP CM #13) Project Management During Change

i Buziness Darwinsm: Evolve or Dissobve: Adaptive
Strategies for the Infarmation Aps (Back)

= Employees Iu
LT

LMSSUBORDVADDL
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Back

15.Review and confirm the details of the item deletion.

16.Select Remove Learning.

Remove Assigned Learning

Priosity

<]
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Ll =]

Cancel

Items

Confirm Details

Title Type

& (TEP CW #13) Project Management During Charge
Burdness Darenbsm: Evalvs or Dissolve: Adapthe Strabegees for
@ s information Age (Book)
Employees
Hame

LM35UBORDVADDL
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Back
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17.A confirmation message displays indicating successful removal. Select Close.

Remove Assigned Learning

Successfully Removed

Assigried learning has been successfully removed from the specified employess. Only incomplete and ree-floating items (those not associated with
curricula) were remaved.

18.You have successfully removed an assigned learning item from a specified
employee. This item will no longer appear on the user’s To-Do List.
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